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GRIEVANCE PROCEDURES ¥ -5 #2 &

Al. POLICY ON GRIEVANCE PROCEDURES ¢ 7 4% /& 5T ik

Kelington Group Berhad (“KGB” or the “Company”) and its group of companies (collectively referred
to as the “Group”) is committed to ensuring that every part of its operation is carried out
professionally in accordance with relevant laws, rules, regulations, business ethics and conduct, and
recognise that all employees have an important role to play in achieving this goal.

Kelington # #1 = @ (i fs “KGB” & “227" )2 #3208 (Zfed “B 7" ) R4 T @diF4mip
XZENZ AT S FUggios 4 e ﬂf# WAL B EARR] s Arg |1 ALY
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To this end, KGB has established an independent reporting channel and mechanism for whistleblowing
to report any wrongdoings or serious irregularities via the whistleblowing procedures and hotlines
respectively.

At KGB e B2 B L REoA > P TH G ERRA RS EHR IR A LT AT
45 o

KGB also is committed to provide mechanisms for employees to raise their grievance in matters
involving work relations and conditions which will be part of the Human Resource Procedures. In
addition, this Grievance Procedures is also established and intended as a mechanism for the member
of the Public to raise any concern or complaint in their dealing with or in relation to the Group.

KGBix s 4 = 4 fF 1z 1 17X 4—1: - Sl AT s LV AR P ¥ 1P RS 2 /P«“j;}g,ﬂ_ﬁ,, - 2R
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For clarity, this Grievance Procedures does not involve matters in relation to wrongdoings or serious
irregularities covered under the scope of KGB’s whistleblowing procedures. Hence, the establishment
of this grievance procedures is to complement whistleblowing procedures and other human resources
related procedures such as Code of Ethics and Conduct, Conflicts of Interest Policy and KGB’s Human
Rights Policy.

TP A SrfERE 2 A KGB RS FFP A L FA A REA N GEFL XTI o F)
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As such, the Management of KGB has formulated this Grievance Procedures that will:

Bt o KGB e I E ]2 0 AY RARR 0 AY IRARR IS

= Govern the process through which employees may raise grievances arises between
employees and the Group;
AR I HFE DL B T2 e SR EyR AR

= Govern the process through which the public may raise any grievance including concern or
complaints in their dealing with or in relation to the Group;
WD GHR DL EFHLR A L Y SR dade 0 & 3R X o AT



= Establish a mechanism for responding to employees grievances in relation to human resource
matters and to any grievance including concern or complaints in their dealing with or in
relation to the Group;

Far T w R f1XTAd FREADY ARG 1L EFGA KA p Y iEie Y rn
Aed] 0 @ FEX AT

= Prohibit retaliation against employees raising grievances in relation to human resource
matters; and
B LA FREFARIVY AN 12 FRE

= Establish procedures for addressing the grievances and to minimize its occurrence and
reoccurrence.
FEa kTRl sr R K AR VY RS A el 24 ek

All employees of the Group must follow this Grievance Procedures which forms part of Human
Resource Procedures of KGB.
B [ a Al av rfR R > AR fa KGB ch X 4 FIRARR - A o

All employees shall cooperate with any review and investigation initiated pursuant to this Grievance
Procedures, if any, including any Domestic Inquiry carried out by Human Resource Department.
SRR Rp A A LS HT B G 0 F R RIS SR D S

In addition, the public may raise any grievance including concern or complaints in their dealing with
or in relation to the Group under this Grievance Procedures.
Pt LT B AY STRAEKR N EBFAARAX LY hiE Ry r s &3 X AT o

The Head of Human Resources at KGB Headquarters, Chief Operating Officer (COO) and Chief
Executive Officer (CEO) of KGB shall have overall responsibility for the implementation of this
Grievance Procedures. The administration of this Grievance Procedures is to be carried out by Human
Resource Department at KGB Headquarters. The Head of Human Resources shall exercise the
oversight function over the administration of this Grievance Procedures.

KGB g#rent 4 FiRf § 4 ~KBep RizgFF (CO0) frp RAGFF LEF [ F A¢ 7R P
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B1. OBIJECTIVE H 1

B1.1 The objective of this Grievance Procedures prescribes the KGB’s policy on
Grievance Procedures. It is the desire of KGB that the grievance arising
between an employee and the Group; or between the members of the public
and the Group; to be settled as amicably and as quickly as possible. The
Grievance Procedures is developed with the following objective:

AU SFAER P L E T KGB e SRR R ST o 2 P AF Y VT i x4 PiE
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(a) to provide a mechanism for employees to raise a grievance;

& ﬁlﬁ@'—:—d {&#mﬁ;lj ;

(b) to educate our employees to recognize the types of grievance;
K aARY sren ]



B2.

B3.

(c) to provide a mechanism for the public to raise any grievance including
concern or complaints in their dealing with or in relation to the

Group; and
Lo GRRiEY TRNE EFMERS X P Y draged] > e EX
E S

(d) to ensure adequate procedures are available to address the

grievance and prevent or minimize its occurrence and recurrence.
T U LA ARR R fRAY A H a R B LR S Y reny 4

e

SCOPE % 1]

B2.1

This Grievance Procedures applies to all employees of KGB including all
subsidiaries and members of the public at large.
AU rfERET T KGB B Pl 1 e 4EATG F 2P f 1 e g

TYPE & DEFINITION OF GRIEVANCES ¢ 5 cr13 3| {fr 2 _V

B3.1

B3.2

B.3.3

B3.4

B3.5

B3.6

Below is the example of the type/definition of grievances and the following
list is not exhaustive.
TR Y rEA /TN > LT A HE LT o

Infrastructure fLzh:% %5 :

Concern or complaints on the safety, adequacy and comfort of working
conditions;

1A E d s A B rs g g 2 AT

Company operated vehicle = & % #% :
Concern or complaints on the conduct and usage of company operated

vehicles;
E AL I{ lﬁlﬁmg fFfei * X 7 A POT

Personal relation * p=x % :

Concern or complaints in relation to working relations amongst employees or
with superior;

XTF 120815 FR2 81 ivX X A P0F

Contractual rights & k& 41 :
Concern or complaints in relation to employment, contracts and statutory

obligations; and
XTI g~ & Fedeiz ¥ 4 X 22 &P

Human and labour rights 4 &k fe% &5 &

Concern or complaints in relation to breach of basic human and labour rights
such as cases of sexual harassment and discrimination of gender, religion and
place of origin.

ZIHF A AL R feF SR 2 A5 e R EIORE] 3 Kok R
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B4. METHODS OF GRIEVANCE REPORTING ¢ 53k £ -

B4.1

B4.2

B4.3

Employee should try to resolve the disputes or minor problems at their lowest
level harmoniously and informally.
NSNS ot fRAB IR G ehd: N8R

Alternatively, methods of raising a grievance can be made either via:

-2 v AY SRR Vit 3 CrPred srrAERAEL  Hid T334
a[l:* A/ OfF A (HOD) /A E A 4 F kR (LCHR) /KGB B %4 4 iRt
(HRHQ) oo

=  Email; or
LA L E

= |Letter; or
i

=  Phone call

L4

by the employee to the immediate superior / Head of Department (HOD) /
Local Country Human Resource Department (LCHR) / Human Resource
Department at KGB Headquarters (HRHQ) using the Grievance Procedures
Checklist Form as per Appendix C of this Grievance Procedures. The completed
Grievance Checklist form is to be sent to the following channels:

LY AR AR iET]) IT/ELE

v' ‘Grievance Box’ placed at your Local Country Human Resource
Department (LCHR) and/or at Human Resource Department at KGB
Headquarters (HRHQ);

KEAMEA S FRINe/& KGB B304 4 TRt Y ar T

v' Grievance Procedures email at grievance@kelington-group.com;
¢ irf2 A ¢ 3 4R 45 grievance@kel ington-group. com ;

v Grievance Procedures letter to be sent to KGB Group Headquarters:
¢irit % i KGB & PlE R

Kelington Group Berhad

3, Jalan Astaka U8/83, Seksyen U8,
Bukit Jelutong Industrial Park,
40150 Shah Alam,

Selangor Darul Ehsan, Malaysia

v" Grievance Procedures Hotline at +603 7845 8751;
¢ irfe B % +603 7845 8751;

However, in the event of a serious grievance, employee is advised to raise the
grievance directly to the Immediate Superior / HOD / LCHR / HRHQ at the
soonest available opportunity.

KA ook g4 pEY R B 1 TEE & E & & /ZHOD/LCHR/HRAQ 4%
¥ SF o

For any verbal grievance made, it shall then transfer into a written document

as it shall be the grievance evidence for future record reference.
vAYERA AL R FL AR A Y DY R -


mailto:grievance@kelington-group.com
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B4.4

B4.5

B4.6

In the event the employee is incapable to write or report his/her grievance,
he/she can seek help from employee representative / trusted friend,
whichever the employee feels comfortable to assist them in writing or to act
as a witness to raise the grievance.

ded f kG A A TRELY S WA R 1 RA/F B e phet
M g qj;tﬁ dr e ;&E\;;ﬁz T4 ¥ 5 s A o

Employee shall provide their details such as their name, employee number,
designation and department when raising or reporting a grievance.
falbafddwmad rp it AR5 ek & 1 F IR edn] £ oo

The members of the public shall also provide their details such as their name,
occupation and designation, contact number when raising a grievance i.e.
concern or complaints.

DO NI RPOIH S BB AL o ek £ BRI R s B

. 45
V‘:E_g o

The members of the public can use the following method in raising their
grievance which can be made either via:

AT IR AV SRR S C ¢ chY SRR AR A o i T S R Y
o

=  Email; or
LA L

= |Letter; or

A

3 ’

=  Phone call

WL

using the Grievance Procedures Checklist Form as per Appendix C of this
Grievance Procedures.

The completed Grievance Checklist form is to be sent to the following
channels:

BLen? if e h 4 LS ERT R

v" Grievance Procedures email at grievance@kelington-group.com;
¢ g7 B ¢ 3 @84 0 grievance@kel ington-group. com ;

v" Grievance Procedures Hotline at +603 7845 8751;
¢ oirAg B 84603 7845 8751

v" Grievance Procedures letter to be sent to the Human Resource
Department at KGB Headquarters or KGB Subsidiaries:
vin s £ KB B FIERA KGB + & @ ehk 4 F RN

Headquarters & % :

Kelington Group Berhad

3, Jalan Astaka U8/83, Seksyen U8,
Bukit Jelutong Industrial Park,
40150 Shah Alam,

Selangor Darul Ehsan, Malaysia

Singapore #74c i :

Kelington Engineering (S) Pte Ltd
29, Mandai Estate,

#07-08 Singapore 729932


mailto:grievance@kelington-group.com
mailto:grievance@kelington-group.com

Taiwan ;& 7:

Kelington Group Berhad, Taiwan Branch
BReTFHABE I AT B, T

1F, No 137, Sec 5, Xinglong Road,

Jhubei City, Hsinchu Country,

Taiwan R.O.C. 30274

30274 S BFARA A BPRETEISTE 1R

China * E:

Kelington Engineering (Shanghai) Co. Ltd

Raifesgk (HiEa) 329

403A, Block 5, 3000 LongDong Ave,

Pudong Shanghai, PR China 201203

PEbAS FAYLES R A A S 3000 FHE 4030 3 4R C
201203

BS. PROCEDURES ON ADDRESSING A GRIEVANCE ¢ -7 412 4% |

B5.1 Every grievance shall be treated with strictest confidentiality and the
employee or the members of public who raises a grievance in good faith via
the channel described in this Grievance Procedures (hereinafter referred to
as “the complainant”) shall be safeguarded from all forms of unfair or
unwarranted treatments. There shall be no repercussion or punitive action
against the complainant for reporting a grievance.

Fo RS e TR s i Y TR A T B E L R DY T a1 &
DEFF (TR HORAT ) LR AL ERAN T DT FR
st iF o A L F S R oY irm A Hr A %B«fg—ﬂj Fab At H g AR B o

B5.2 Anemployee has the absolute right to report a grievance in the workplace and
this right is fully supported by the Company. As a general rule “If you have a
grievance, do not keep quiet and keep it to yourself. You are allowed to report
the grievances directly to Immediate Superior / HOD / LCHR and/or HRHQ.”
Fidd bl egerft Wgorendathflo 2P 22 A ko £ -
Pl “hed o TAy 0 & GFAFUB o B 4%e b 2 /HOD/LCHR f=/ 2 HRHQ4 £ < ”

B5.3 Employee shall officially bring a grievance to the attention of the Immediate
Superior / HOD at the earliest opportunity within fourteen (14) days from the
date of occurrence. This is because it may be more difficult to gather accurate
evidence to address the grievance if the matter was left unreported for long
period of time.

Frriasdzp aahte (14) P V528wt @/HOD4 Y o7 o i
A F o ek KEP AR PAE r‘r%’v‘ P QR SV F - Sl ORI £1 8- -

B5.4 When reporting a grievance, the complainant is advised to keep a record of all
incidents that are relevant such as the name of the alleged employee’s
involved (if any), date(s), time, place(s) of incident, a description of the
incident, name of witnesses (if any) to support the investigation.

BAR LY AR PORA RGP ARX R ave R o W AelE R 1k b (A
53) ~FESAPDH M for A FERHEMZEAEL (0% F ) > UL
FAHETED o

B5.5 If the grievance raised involves the Immediate Superior, then the employee
should immediately report to the HOD.
ek Ned R B &Y faA e HD#FE A -

B5.6 Below steps shall be executed when a grievance reported by the employee is
not addressed:
dr% F AT R 3P e Sr s R T IT h FR



B5.7

Stepl % 14

If the employee does not receive any feedback or response within five (5)
working days from his/her Immediate Superior / HOD, he/she may approach
or write his/her grievance to LCHR and/or HRHQ for further action.

bk F 1 td (5) f1iepp Kf it 2/H0D hr A w o PIF
5% % & 3k 0 %5 LCHR 4e/HRHQ & 32 - 9 724 o

Step2 % 24

If the matter is not being responded within another five (5) working days after
reference made to LCHR and/or HRHQ, the employee may take up the matter
to the Chief Operating Officer (COO) and/or Chief Executive Officer (CEO) in
writing.

4r% e LCHR fo/2 HRHQ &4 Seh7 (b)) f1iFpp ki FFw i 17
MRSEFREFE (C00) /&5 A#iTE (CEO) -

Step3 % 35

COO and/or CEO shall decide within ten (10) working days and the decision
made is final.

C00 4o/ CEO Fo e (10) 4 2 iFp p i3 22 B %2 -

Below steps shall be executed when a grievance reported by the members of
the public is not addressed:
Eal RIS I B I SRz LRI RIS R e R

Stepl ¥ 1 #:

If the members of the public do not receive any feedback or response within
five (5) working days upon submission of email / upon calling the grievance
procedure hotline / submission of letter to KGB Headquarter or KGB
subsidiaries, the complainant then escalate for further action by contacting
the Human Resource Department at KGB Headquarter or KGB subsidiaries.
Grievance Procedures Hotline at +603 7845 8751,

drde G f X A FeRE /Ry SRR B /RS KGB E¥ve KGB F+ 2 7 2
I (5) fxiepp kel F A w o PR AT i BE k KGB & ¥R & KGB =+
NP A FRIE RE - T o ¥ ri S 1603 7845 8751 ;

Step2 % 2 4

If the matter is not being responded within another five (5) working days after
reference made to the Human Resource Department at KGB Headquarter or
KGB subsidiaries, the complainant may take up the matter to the Chief
Operating Officer (COO) and/or Chief Executive Officer (CEQO) in writing.

4% e KGB 382 KGB+ o @ ehd 4 FiRINER 207 (5) [ 1 1Fp p kG
ERw R FAATURIEFRAEFF (C00) /&5 A#iFF (CEO) -

Step3 % 3 #:

COO and/or CEO shall decide within ten (10) working days and the decision
made is final.

CO0 =/ CEO 2z =+ (10) § 2 18P P R %2 A B %2 o

B6. PROTECTION AGAINST RETALIATION f7 i 4% &

B6.1

Retaliation includes, but not limited to, any forms of abuse, threat,
intimidation, termination or retraction of benefits, demotion, victimization,
social exclusion, and defamation.

FEFFERT LT ERA N B s Srh s BT % ) AR IR 2
—Tg A 7r_4_'_£-\ #‘E Lﬁ‘frij%-}% °



B7.

B6.2

B6.3

B6.4

B6.5

B6.6

Retaliation against employees or members of the public who have, in good
faith, properly reported the grievance or against employees or members of
the public who have cooperated with a duly authorized investigation, is
strictly prohibited.

FEAL AL RNV TN IS G A FRELFAEN] 1N

~fl kiR k.

After a grievance is reported, the Company shall strive to protect the identity
of the employee or members of the public who reported the grievance, and
ensure confidentiality of all communications. Protection shall be given during
and after investigation as and when necessary and appropriate.

AR MRS 2P LY BHFENY RN IR D4R f s B R
FUGER AR APR e h L B Efrig ¥ ik o

Where there is a risk of potential retaliation the Company shall maintain
confidentiality of the employee or members of the public until the issue is
resolved or the risk has been effectively mitigated.

Ik EAHEN I 2PRBEE IR GFF b iEG
R R A

|

FERNEE N

Retaliation is a misconduct and any party who commits retaliation may be

subject to disciplinary actions.
WEARLFA > AW EhER LT AMEZI| 2 0L o

Employee or members of the public who has been retaliated against shall
report directly to KGB’s whistleblowing channelsi.e. whistleblowing email and
hotline maintained by Corporate Compliance and Integrity Department (CCID)
i.e. whistleblowing email at ccid@kelington-group.com and whistleblowing
hotline at +603 7845 5696.

WRIENfIa G e KGB en®REBFHRL > P22 LH{op i
3 (CCID) WHFhE R & F i fof 3¢ 55 > & 3% ccid@kelington-
group. com $=+603 7845 5696 -

INVESTIGATION PROCEDURES * % #2 &

B7.1

B7.2

B7.3

B7.4

The time limit specified in paragraph B5: Procedures In Addressing a Grievance
may be extended by mutual consent between the Group and the
complainant.

P FBS Y RFRAARS P LR ML AR TR A I R T T L o

The LCHR and/or HRHQ upon receiving the grievance report from the
complainant shall consult the COO and CEO for initiation of investigation, if
warranted.

LCHR 4=/ HRHQ &z F|4hix A cd 54 2 & > o b C00 - CEO s 2 2.3 =
Bk o

In the event of the complainant made a request to engage a third party
investigation for the grievance, the Company will consider the request by
engaging an independent counsellor / legal advisor.

YrS HORAGFRESFE = 3 BN G > 2P EESFR AR/ R L LF
foo

If an employee leaves the Group or not being cooperative in the midst of the
investigation, the Company shall proceed in their absence and to reach a
conclusion based on the available evidence where decision shall be made
accordingly.


mailto:ccid@kelington-group.com
mailto:%E5%88%86%E5%88%AB%E4%B8%BAccid@kelington-group.com%E5%92%8C+603
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BS.

B9.

B10.

I ERNAYE FIRSE T
VRS s Agp v g e
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#}%

FEEDBACK TO EMPLOYEES OR MEMBERS OF THE PUBLIC ~¢ fi 1 & = § chx At

B8.1

B8.2

B&.3

B8.4

The employees or members of the public shall be informed of the outcome of
the investigation or if remediation action is taken to resolve the grievance.
Mﬂﬁ”%“%ﬁ1ﬁéa$ﬁ»ﬁﬁ%%%%ﬁﬁﬁﬁ%ﬁ%ﬂ%»ig
EX ISP T i

Where a grievance is investigated, a letter detailing the findings and
justifications for the grievance shall be provided to the employee or members
of the public. All decisions shall be fully justified in writing to the employee or
members of the public.

bk R A R RS QR LR S Y AR e s
WhER o L G e LA f R AP AT ARl Yo

Although the Company encourages employees or members of the public to
raise a grievance immediately, the employee or members of the public are
expected to act in good faith.

BARNPUBE IS GIF 2RI F s 2RI LAF
% o

If the grievance made is proven after investigation or inquiry to be malicious
or in the event that the employee or members of the public found to have
reported with wilful dishonesty and in bad faith, the Company reserves the
rights to take the appropriate disciplinary actions against the employee or
members of the public.

SRR TR S LRSS AR R R I I A S R
Fg ozl LA G N KRB EAL FRR ]

RETRACTION OF GRIEVANCE #t4 ¥ 5

BS.1

If an employee or members of the public decides to withdraw the grievance

at any stage of investigation, he/ she has to write in formally to the related

personnel as stated in clause B4.1.

4"—"5‘ FLIs g f et admEmiereivr? 7o P AE ARk B4 ] A
oA e X ‘ﬁ

IMPLEMENTATION OF THIS GRIEVANCE PROCEDURES ¥ %42 & e *5

B10.1 This Grievance Procedures shall be accessible to employees via:

AU RARR AT e f 1A

(a) Communication;
%1%,

(b)  Education; and
#5 5 g

(c)  Training.

i% 2l o

10



B10.2 The Company shall provide training programme to both Management and

employees regularly such as during orientation/ assembly/ briefing / refresher
at least once in every two years, in which employees could be educated in the
area of handling a grievance and the reporting mechanism in place.
SRR e F AR TR ER S e B A IRA L/ I L/ L/
Bl o m 22t E AR ERE- B, AR ? ST f a0 fEY I
o4k £ A1 -

B1l. GRIEVANCE PROCEDURES REVIEW ¢ 54z & & %

B11.1 The Company shall revise and update this Grievance Procedure as and when

it deemed appropriate; and at least once in every two years.

NPt Y M T e l FTAY AR L T E A& BTl F7- = o

B12. PRIVACY r&#

B12.1

The Company is committed to protect the privacy of the persons involved to
the fullest extent possible and in accordance with applicable laws. Any
personal data obtained, as part of this Grievance Procedures will only be used
for the purposes explained in this Grievance Procedures and will only be
provided to those who have a need to know about these data for these
purposes or to comply with the law or an important public interest.
DFRATRBPLZEERYURE FH XA DA o 51 A TR R -
M FEOS ASIEIS T * T AY SFfR R P A anp cho @ PR HELL
TP a FRoRyELBaLf o g ﬁﬁ'}é (A R e S
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APPENDIX A: GRIEVANCE PROCEDURES REPORTING STRUCTURE

FOR EMPLOYEE
Chief Operating Chief Operating Chief Operating
Officer (COOQ) f Officer (COO) f Officer (COO) f
Chief Executive Chief Executive Chief Executive
Officer (CEQ) Officer (CEQ) Officer (CED)
A

A

Human Resource
Department at KGB
Headquarters
(HRHGQ)

F 3

Local Country
Human Resource
(LCHR)

A

-~

Human Resource
Department at KGB
Headquarters

(HRHQ)

F

Local Country
Human Resource

(LCHR)

A

Immediate Superior
HOD

A

Grievance
Checklist
Form

il
%

i -
-+ ]

Employee

If not responded in 5 working days

If not responded in 5 working days

Note:

Employee should report directly to the Immediate Superior / HOD. However, the employee could
also directly contact the LCHR and/or HRHQ in the event that the Immediate Superior / HOD was
not able to respond to the matter within 5 working days. In addition, the employee could directly
contact the Chief Operating Officer (COO) and/or Chief Executive Officer (CEO) of KGB in the event
that the HRHQ did provide any feedback or response within another 5 working days.

12
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FOR MEMBERS OF THE PUBLIC

3. Submit Grievance
Procedures Letter to the
Human Resource
Department at KGB HQ or
KGB Subsidiaries

OR

Chief Operating
Officer (COO) /
Chief Executive
Officer (CEO)

Human Resource
Department at KGB
Headquarter or KGB|

Subsidiaries

2. Call Grievance
Procedures Hotline

s

l

A

h,

OR

1. Email to KGB Grievance
Procedures Email

Yy

Grievance
Checklist
Form

-

.3

If not responded in 5 working days

Note:

-+

If not responded in 5 working days

Public

The members of the public should report directly via email / grievance procedure hotline /

submission of letter to KGB Headquarter or KGB subsidiaries. However, in the event that the

complainant does not receive any feedback or response within five (5) working days, the

complainant can further escalate for further action by contacting the Human Resource Department
at KGB Headquarter or KGB subsidiaries. Grievance Hotline at +603 7845 8751 by KGB HQ or KGB
subsidiaries. In addition, if the matter is not being responded within another five (5) working days

after reference made to the Human Resource Department at KGB Headquarter or KGB subsidiaries,
the complainant may take up the matter to the Chief Operating Officer (COO) and/or Chief
Executive Officer (CEO) in writing.
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APPENDIX *# 3 B: ROLES AND RESPONSIBILITIES % ¢ {rBr

Role & ¢

Responsibilities Bx

Chief Operating
Officer s A& ¥ ¥
(COO0) / Chief
Executive Officer
FARAAFTF (CEO)

Review reports and any matters arising there from or in connection
there with, and establish whether there is sufficient ground for further
action;

TAFRLfoAR X T > @A T 5 Apald RB2 - (755
Recommend, if need be, procedures to be put in place to manage
reports that require immediate or urgent action;
FERPMENRIDER > UERF R TR EFRHAE L

Initiate investigations when required; and

A i S AL %

Review and report to the Board of Directors the results of the
investigations and recommendations for corrective or remedial actions,
or (case the case may be), administrative or disciplinary actions to be
taken.

TEAPFTEALARLN S S fon A feimsbaude s & (LFRa
T ) FRRPANFAFA L RN, T

Human Resource
Department at
KGB Headquarters
KGB &84 4 ik
# (HRHQ)

Furnish a quarterly report to COO and CEO of KGB Headquarters stating
the number and nature of grievance issues received the results thereof,
follow up action and the unresolved issues across the Group;

w KGB &80 C00 fr CEO e 2 F AR £ » P fx 3] Y 37 - 3 & {old f
TR TR S s jR32 T2 00 2 KGB B FlehA R4 R 4R S

Be accessible to employees who wish to raise any grievance in matters
related to Human Resource;

BEEAZRLA TRpXY A 1

Administer, implement and oversee ongoing compliance with this
policy;

RS e N

Assist the COO and CEO, in administrative and, if directed by the Board,
to investigative work including conduction of Domestic Inquiry;

24 C00fr CEO ehg a1 iF > W2 HREF Lchfpr 2 BRI 17> ¢ 48
E3 L -

Ascertain that the relevant immediate superior and LCHR promptly
execute the corrective and / or remedial actions recommended; and
I X B T LCHR 2 T 7 a2 & o/ A4k o774 5

Attend, in confidence, to inquiries about this policy and provide advice
to persons who are considering lodging a grievance matter under this
policy.

FpaTLy X AFT KAV > oI A NRB AR DY L | Rk
bep

Local Country
Human Resource
Department
AEA A TR
(LCHR)

Furnish a quarterly report to HRHQ and Local Country Manager stating
the number and nature of grievance issues received the results thereof,
follow up action and the unresolved issues at the local country entity;
w HRHQ frA B2 Bu R FRFE > 5P e F] Y 37 - 3ide g fofd f v 2
1R R TR E AETF QP PRJRLEL

Administer, implement and oversee ongoing compliance with this
policy in relation to the local country entity;

FI Ly fg‘ﬂwi%{;‘ﬁ I AEF 2P dF AR T

Be accessible to employees who wish to raise any grievance in matters
related to Human Resource;

BEFZRDAA TRApZLY irenfl 15

Make the necessary arrangement for domestic inquiry if needed; and
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K i3 I e L W [PV s -3 51

Ascertain that the relevant supervisors promptly execute the corrective
and / or remedial actions recommended.

AP A F AR 2 TR EFEND D o/ N A TR .

Immediate
Superior
/ HOD
ERPP/ID AT
A

Be accessible to employees who wish to raise any grievance in matters
related to Human Resource;

BEAZRLA TRpXY T 1

Assist to investigative work including participate in domestic inquiry if
needed; and

et 1 ir s s EMALEPF A S

Promptly execute the corrective and / or remedial actions

recommended.
2R FENHI D Ao/ A A T o

Corporate Managing the whistleblowing hotline based on the prescribed hours if
Compliance and needed in relation to aggravated grievance matters that becomes
Integrity whistleblowing matters;
Department XTI AL BRFAPPEY AT I PP TP FRERH S
2P LMy EE M Promptly receive, record (if the disclosure is made orally), a report and
(ccip) any matter arising there from or in connection therewith; and
e cved (Wok o L IENPGE) F P 0EH R AR L 2 4p X
¥I0
Ensure that documents related to reports are retained in a safe, secure
and proper manner.
HFRE 2L L FFF XL Do
Employee / To raise a concern in relation to grievance / lodging a grievance matter
Members of the orally or in writing and submit it to the immediate superior / HOD in
Public (The relation to this grievance procedures;

Complainant)
Ri/26%F (&
L)

Bag AV rnio/c R G RN F S HHR AL AV SRR
FEBERL A/ F A

To assist in the information/evidence gathering stage;

R W AT =X - N R R

To assist in the investigation/domestic inquiry stage if required; and

% B ]L;S\gl,;rg, E/EQF" ) 51 iE

To appear as a witness if required.

S BPIELSEA DR o
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APPENDIX C: GRIEVANCE PROCEDURES CHECKLIST FORM

@(-® GRIEVANCE PROCEDURES CHECKLIST FORM
Prior to raising a grievance
\ : ( gag )

1. Personal information

a) Your name;

b)  Your occupation and designation:

c) Your preferred phone number:

d) Your preferred e-mail address:

e) Best time for communication with you:

f)  Bestway of communication with you: 1 Phone O E-mail O Physical

2. Report of grievance in accordance with paragraph B3.0
a) Whatis the grievance you want to report?

b) When did the incident occur?

c) Where did it occur?

d) Who are the persons involved?

e) Do you think it will happen again? O No ] Yes, when:

3. Personal action
a) How did you involve in the situation?

b) Do you know of any other person(s) who are aware of the situation, not being [ No O Yes
personally involved?

c) Do you have any physical evidence, which can be handed over? O No O Yes
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